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1. [bookmark: _Toc172719384]Introduction
1.1. Overview
The Integrity Council for the Voluntary Carbon Market will henceforth be known as ‘the ICVCM’ and the Tendering organisation or party shall henceforth be referred to as ‘the Tenderer’.
ICVCM Vision: Finance delivered at scale for climate solutions that support people and planet.
ICVCM Mission: Build integrity and scale will follow: We set the independent global standard to deliver a mature, efficient, high integrity voluntary carbon market. This will unlock finance at speed and scale for impactful, measurable and inclusive climate solutions.
To read more about us, please visit our website.
Tenders are invited for an external Press Office Service Provider to develop and deliver the ICVCM’s media strategy. The successful provider will offer consultancy services to support ICVCM’s media engagement with the overarching goals of: 
· Raising awareness of the ICVCM’s mission and role in advancing high-integrity carbon markets in the media, and monitoring and analysing the narrative in relation to ICVCM’s work.
· Highlighting the positive effects of the ICVCM’s work, in particular the Core Carbon Principles and Assessment Framework, on carbon market transparency, credibility and climate impact. 
· Managing crisis communications strategy and implementation. 
· Engaging diverse, global stakeholders across the carbon market ecosystem, including market actors, governments and regulators, and Indigenous Peoples and local communities.
The detailed requirements specification is set out in Section 4: Specification.

1.2. Background
The ICVCM has been operating for nearly four years, supported in that time by two providers delivering press office services and strategic communications. Over the past two years, support has been reduced and focused solely on media and select strategic communications, as increased in-house recruitment has expanded our capacity for digital communications and other key skills. As the organisation enters a new phase of maturity, and as part of our commitment to regular review and best practice in procurement, we believe this is an appropriate moment to re-assess our press office requirements and invite tenders for a new two-year term (subject to contract conditions). 
The ICVCM is seeking a partner who will work collaboratively to deliver the services outlined in the specification, to maintain and strengthen our position as a credible voice in a rapidly evolving market. 
To date, press office activity has been managed under a broader communications contract, with one agency providing a full range of consultancy services including press office, paid social media, and strategic communications. This arrangement served the ICVCM well during our foundational phase. However, with a broader skillset now available in-house, the ICVCM wants an agency to focus specifically on media, since media interest and scrutiny of the carbon markets in general, and of our work remains high. Therefore, we need dedicated capacity and specialist media expertise to support ICVCM’s next stage of growth.

The ICVCM has a small internal Communications team working across our core communications functions, including media, digital and events. The Communications Director and supporting team work collaboratively with our current press office provider on media relations and engagement, including development of media materials, media outreach, coverage monitoring and analysis; issue and crisis management, and strategic planning. Day to day, the Press Office Contract will be managed by the ICVCM’s Communications Director.
The ICVCM is running a parallel procurement process for a Paid Socials partner to provide advanced expertise in digital campaign optimisation, audience targeting and performance analytics. The Paid Socials partner will support the ICVCM’s internal digital communications team. If you are interested in quoting for the Paid Socials contract, please email kate.stannard@icvcm.org with an expression of interest, and we will share further details.


2. [bookmark: _Toc172719385]Instructions to Tender 
2.1. General information
2.1.1. All Tenders submitted will be in accordance with and subject to these instructions and other documents comprising the Invitation to Tender (ITT).

2.1.2. The ICVCM reserves the right, without prior notice, to change, modify, or withdraw the basis of its request and/or to reject all proposals and terminate negotiations at any time.  In no circumstance will the ICVCM incur any liability in respect of time, effort or cost incurred in regard to either discussions, meetings or reviewing and/or responding to this document or any subsequent material.
2.1.3. The issue of this ITT does not bind the ICVCM or any official of it to accept any proposal, in whole or in part, nor does it bind any officials of the ICVCM to provide any explanation or reason for its decision to accept or reject any proposal.  Acceptance of a proposal neither commits the ICVCM to award a contract to any tenderer, even if all requirements stated in this tender are satisfied, nor does it limit the ICVCM’s right to negotiate in their best interest. The ICVCM reserves the right to contract with a tenderer for reasons other than the lowest cost. The contract award will follow the tender process and may be made without further discussions or negotiations.
2.1.4. For any queries, please contact Kate Stannard – Operations and PMO Coordinator (kate.stannard@icvcm.org) and cc’d to Kim Bree – Project Manager (kim.bree@icvcm.org) and allow up to 5 working days for a response. Other than those persons identified, no other representative of the ICVCM may make any representation regarding this procurement process.
2.1.5. All tenders are required to be valid for 90 days from the end of the tender submission period to allow the ICVCM to undertake review.




2.2. Confidentiality
2.2.1. The ICVCM have issued this ITT to tenderers, to inform their preparation of a tender for this requirement and for no other purpose.
2.2.2. The ICVCM give this ITT and any other documentation, on the basis that they remain the ICVCM’s property and tenderers must treat the contents as confidential. If tenderers are unable or unwilling to keep to this rule they:
must destroy this ITT and all associated documents at once; and
must not keep any electronic or paper copies. 

2.3. Preparation of Tender
2.3.1. A tenderer must inform the ICVCM of its intention to submit a tender at the earliest opportunity by emailing Kate Stannard - Operations and PMO Coordinator (kate.stannard@icvcm.org) and cc’d to Maja Gran - Communications Coordinator (maja.gran@icvcm.org ) and Kim Bree – Project Manager (kim.bree@icvcm.org) so that the tenderer may be informed of any potential changes to timescales etc.
2.3.2. The ICVCM reserves the right to issue additional documentation or information related to the tender at any time. At the discretion of the ICVCM, the closing date may be extended. Tenderers already having submitted a tender at this point may be invited to re-submit their tender at their discretion.
2.3.3. Tenders must be written in the English language, unless otherwise specified.
2.3.4. Any subsequent contract will be subject to English law and the exclusive jurisdiction of the English courts.

2.4. Submission of Tender
2.4.1. By submitting the tender, the tenderer confirms that they are able and willing to enter into a formal contract with the ICVCM if awarded. The tender shall be signed by persons authorised to submit tenders and make contracts for the tenderer.
2.4.2. Any applications received after the deadline will not be considered unless agreed with the ICVCM prior to the close of the submission period.

2.5. Evaluation Criteria & Process
2.5.1. The ICVCM will evaluate tenders against the award criteria set out in section 5.
2.5.2. The ICVCM reserve the right to seek clarification from any or all of the tenderers during the evaluation period. This may be in writing or by means of a clarification meeting. 

2.5.3. If tenderers are invited to deliver a presentation to ICVCM, it is mandatory that all presentation materials be submitted in advance. Materials must be emailed to Kate Stannard, Operations and PMO Coordinator (kate.stannard@icvcm.org) and cc’d to Kim Bree, Project Manager (kim.bree@icvcm.org) no later than 5:00 PM (GMT) on 23 March 2026.
2.5.4. The tender process will follow a three-stage approach. Initial ITT submissions will be evaluated, and a shortlist of tenderers will be invited to present to an ICVCM panel (online via MS Teams). After the first round of presentations, evaluations will take place. ICVCM may invite preferred tenderers to make a second presentation to address any further clarification questions; however, ICVCM reserves the right not to hold a second round if a preferred tenderer is identified following the first presentations. At ICVCM’s sole discretion, additional ICVCM Senior Leadership members may be invited to participate in any second-round presentations to support the final selection of the preferred supplier. Once all presentations are complete, preferred tenderers may be asked to attend an introductory call with ICVCM’s CEO. Final evaluations will then take place, and one preferred tenderer will be nominated and offered the Press Office Contract, subject to necessary checks. Expected timescales are outlined in Section 3.



2.6. Tenderer’s Warranties
2.6.1. In submitting its tender, the tenderer warrants, represents and undertakes to the ICVCM that:
all information, representations and other matters of fact communicated (whether in writing or otherwise) to the ICVCM by the tenderer, its staff or agents in connection with or arising out of the tender are true, complete and accurate in all respects, both as at the date communicated and as at the date of tender submission;

it has full power and authority to enter into the contract and perform the obligations specified in the contract documents;

it is of sound financial standing and has and will have sufficient working capital, skilled staff, equipment and other resources available to it to perform the obligations specified in the contract;

it shall indemnify and keep indemnified the ICVCM against all actions, claims, demands,  and expenses incurred by or made against, the ICVCM in respect of any loss or damage which arises from any advice given or anything done or omitted to be done under this tender to the extent that such loss or damage is caused by the negligence or other wrongful act of the tenderer or its agents.

3. [bookmark: _Toc172719386]Timescales
3.1. It is intended that the procurement process for this tender will run to the following timetable. Please note that the ICVCM reserves the right to amend the timescales listed below and will inform tendering organisations of any changes.
	Stage/Activity
	Date(s) & time(s)

	Prior Information Notice
	05/01/2026

	Launch of tender
	19/01/2026

	Last date for clarification requests 
	04/02/2026 by 5pm.

	Last date ICVCM will issue a response to clarification questions
	09/02/2026

	Deadline for tender submissions
	16/02/2026 by 3pm.

	Initial evaluation
	w/c 16/02/2026

	Pitch preparation time for shortlisted tenderers
	09/03/2026 to 23/03/2026

	REQUIREMENT: Pre submit pitch materials to ICVCM 
	23/03/2026 by 5pm.

	Shortlisted Tenderer Presentations (via MS Teams) 

	w/c 27/04/2026

	Evaluation period
	05/05/2026 to 15/05/2026

	Clarification Presentations for preferred Tenderers

	18/05/2026 to 19/05/2026

	Evaluation period 
	19/05/2026

	Introductory Call with preferred suppliers – ICVCM CEO
	20/05/2026 to 26/05/2026

	Final Evaluation
	26/05/2026

	Preferred Tenderer Nomination
	27/05/2026

	Contract Award
	27/05/2026

	Start of Service Delivery

	03/08/2026


	Contract Handover Meeting with existing supplier.
We will liase with our current provider to arrange a handover meeting/s. This meeting may be scheduled at any time in July subject to the availability of all parties. The Bidders are required to describe their proposed approach to handover from the incumbent agency including: key activities and milestones, resources required, risks and mitigations in section 6.11 of this form.
	6/07/2026 to 31/07/2026




4. [bookmark: _Toc172719387]Specification

To support the tenderer to prepare a tender submission, the following specification has been drafted by the ICVCM.
4.1. Required contract start date: 03/08/2026
4.2. Contract length: 2 years 
4.3. Break Clause (Client only): ICVCM reserves the right to terminate the contract at its sole discretion at any time during the term, subject to a 3-month written notice period. No reciprocal break clause will apply to the Supplier.
4.4. Contract value: The contract has a minimum annual value of £120,000 which covers the core press offices services as outlined in this specification. The successful provider must also have the capacity to supply additional services as required by ICVCM. Such additional services may be procured on an as-needed basis and paid at an agreed rate by ICVCM, or as fixed work packages agreed in advance, subject to monthly and annual spend caps. Providers should demonstrate sufficient resource flexibility to deliver effectively under fluctuating workloads and changing requirements. A formal review of spend and service requirements will take place after six months. Any adjustments to scope or value will be documented through a formal contract variation signed by both parties, in accordance with the Procurement Act 2023. Bidders are required to provide a clear breakdown of costs in their submission, distinguishing between the core services (included in the minimum value of £120,000) and any additional, flexible services, with associated rates.  Please detail your breakdown of costs in section 6.11, question 2. 
4.5. Extension clauses required (if any): Optional 1 year extension.

4.6. Aim of contract: 
· The ICVCM’s communications team is currently comprised of a Communications Director; a Senior Manager (Digital Communications); Senior Manager (Events); Communications Manager; Events Officer; Digital Communications Officer; and Communications Coordinator. This is a busy team, delivering corporate communications support to increase the profile and awareness of the ICVCM and the Core Carbon Principles. It also works closely to provide strategic communications support to the Assessment and Assurance team, the Public Affairs team, the Continuous Improvement Work Programs team and the Indigenous Peoples and local communities team (which includes support for the self-led Indigenous Peoples and Local Communities Engagement Forum). As an example of the amount of communications work delivered, the ICVCM participated in 260 events in 2025; achieved 224 top tier pieces of media coverage as well as driving 33% growth in our LinkedIn followers. Media coverage (across all outlets) was 62% positive and 34% neutral in 2025. The nature of the carbon markets means that this is an area of high media scrutiny. That means there is strong need for powerful strategic communications both on the proactive and reactive fronts. A crisis communications strategy is also in place, which has been supported by our current provider and would need to be delivered and supported by the awarded supplier.

Key elements of the ICVCM’s communications objectives are: 
· Ensure transparency and stakeholder understanding, through clear communications around assessment and assurance processes and decisions. 
· Publish and promote capacity building content / resources for Indigenous Peoples and local communities, and Public Affairs work to support a resilient supply of high-integrity credits along with strategic communications partnerships and activities to amplify this area of work.  
· Support monitoring and reporting work on the delivery of the reformed, high-integrity carbon markets with strategic communications. 
· Position and develop the Integrity Council's brand and the Core Carbon Principles as the leading authority defining high integrity in carbon markets.  
· Engage support from diverse stakeholders through strategic communications, targeted at identified priority audiences. 

· The aim of this contract is to identify a trusted PR agency to develop and deliver the Integrity Council’s media strategy; advise on narrative and media in the context of broader strategic communications and events being delivered by the communications team; provide crisis communications support, undertake media monitoring and analysis; and deliver the day-to-day press office function in support of the organisation’s communications objectives as outlined above. If the provider has additional ideas or innovative approaches that would add further value to this contract, they are encouraged to share these as part of the bid. 

4.7. Scope of contract: 

In scope: 
· Press office services, media strategy delivery, and crisis communications on a  monthly retainer.

· Media monitoring, reporting, sentiment analysis, and media outreach to raise ICVCM’s profile and support key audiences.


· Agree and deliver on KPIs for positive media coverage in target media outlets, crisis management and response, developing journalist relationships and supporting media engagement at target events.

Out of scope:
· Events planning and delivery; digital content production (non-media related); internal stakeholder management. 




4.8. Detailed scope:

· A monthly retainer to cover press office functions, media strategy delivery (including briefings and preparations of media materials), as well as crisis communications. Communications team liaison and collaboration on developing and landing the ICVCM’s narrative in the media, with a detailed understanding (and ongoing tracking) of the existing media landscape and narrative in target media outlets. Media outreach in the context of the ICVCM’s broader communications strategy and events, as well as a daily digest of media coverage along with monthly reporting and sentiment analysis. The goal of this is to raise the profile of the ICVCM in the media; to increase positive coverage, engagement and understanding of the work of the ICVCM and its partner, the Indigenous Peoples and Local Communities Engagement Forum, with key audiences, including those in specified priority countries and regions. More specific workplans and check in schedule to be negotiated with the tenderer. 
· KPIs would be agreed with the successful provider to match or increase the amount of positive media coverage about the ICVCM and/or the Indigenous Peoples and Local Communities Engagement Forum in target media outlets; to successfully analyse, manage and respond to all crisis communications incidents within pre-determined timeframes; to develop / nurture strong relationships with defined key journalists / outlets; supporting the achievement of media engagement at specified target events.  


4.8.1. Provider Requirements

· The agency providing this service to the ICVCM should have at least 10 years track record of delivering impactful media strategy, strategic and crisis communications in the context of global media. This is desirable; however, not meeting this threshold will not automatically exclude a supplier from being considered for this opportunity.
· They should have experience of working on media in the carbon market and climate space as well as a strong understanding of working with Indigenous Peoples and local communities and/or in the International Development / Human Rights space.
· The agency must have demonstrably strong relationships with key journalists in top tier target global media outlets, as well as experience of working with journalists across a wide range of geographies including the global south, with evidence of managing cultural sensitivities and considerations in different media contexts.
· The agency must be able to demonstrate experience of working on technically complex topics (ideally within carbon markets) and able to translate complexity into impactful communications.
· The agency should have excellent stakeholder communication and engagement skills.
· The agency must be able to respond rapidly to new developments in carbon markets / climate and be able to advise on suitable and strategic media engagement as the context that ICVCM operates in evolves and changes.
· The agency must have experience of producing and getting published thought leadership in a range of media outlets.

· The provider should ensure that named cover is in place to cover any absences. 

4.9. Reporting /Monitoring arrangements: 
· The Communications Director will be the contract manager. Reporting will be required monthly to include direct mentions, as well as broader relevant news stories; as well as any reactive and proactive media work undertaken. For media mentions, reports will also need to include an indication of positive / negative / neutral sentiment. 

· A weekly check in will be required with the Communications Director and other relevant members of the Communications Team to discuss media work underway and planned. Plus, a quarterly review to discuss how the contract is going and to raise any broader issues.

4.10. Terms required within the contract: 

· Payment will be made on a monthly basis and the provider will send an invoice for the agreed amount.

· If the agency works with any CCP eligible carbon-crediting programs, programs that are under assessment, or other carbon market actors, it must declare such work and share information on how it will mitigate any conflicts of interest and establish firewalls to prevent breaches of confidentiality. 

· The awarded supplier shall utilise ICVCM’s designated SharePoint site and other ICVCM-approved digital collaboration platforms for all file sharing and document collaboration. Access to these platforms will be provided by ICVCM. Use of any alternative mediums, including but not limited to Google Drive or other third-party file sharing services, must only be used where agreed with the Communications Director and for content that is for public consumption, not confidential, and does not contain any information subject to GDPR.


4.11. Tenderers are required to comply with the below sustainability principles:
· Respect for human rights in dealing with supplier stakeholders at large (i.e. team members, clients, suppliers, shareholders and communities).
· Compliance with applicable international, national, state and local Laws including (but not limited to) all environmental, health and safety, and labour laws.
· Refusing forced, bonded or compulsory labour and employees must be free to leave their employment after reasonable notice.
· Refusing to accept the use of child labour in the supply chain.
· Refusing to accept unlawful discrimination of any kind in working relations and promoting diversity.
· Consideration to flexible working conditions to promote work/life balance, the promotion of training and personal development of team members.
· Ensuring that GDPR principles and requirements are followed at all times.
· As far as relevant laws allow respect should be given for freedom of association.
· Support a precautionary approach to environmental challenges, undertaking initiatives to promote greater environmental responsibility.


4.11.1. Climate change

4.11.2. The tenderer is required to provide evidence of a plan to reduce its emissions in support of the Net Zero obligations under the Paris Climate Agreement, this includes active management of its supply chain to reduce emissions. 

4.11.3. The tenderer is to give an early warning by notifying the contract manager as soon as they become aware of any matter which could adversely affect the achievement of their emission reduction plans.

5. [bookmark: _Toc172719388]Evaluation process
5.1. The evaluation process will be scored by quality and cost using the form included in this document and any supporting material that you provide. No tender will be considered until after the tender process closing date.
5.2. The ICVCM will evaluate tenders based on cost and quality, as follows:
	Cost
	20%

	Quality: Experience of working in carbon markets / climate space
	40%

	Quality: Evidence of strong journalist relationships
	10%

	Quality: Experience of working with global media, particularly in the Global South
	10%

	Quality: Experience of crisis comms
	20%

	Total:
	100%






5.3. Cost will be evaluated on a sliding scale, with a % score awarded as follows:
Score = (max score) x (Lowest Cost/Actual Cost)
For example: if cost is weighted as 30% of the overall score - Tender One bids £500, Tender Two bids £750. Tender One scores 30% x 500/500, i.e. 30%. Tender Two scores 30% x 500/750, i.e. 20%.
5.4. Tenderers must fill in the Costing Schedule set out in section 6 to provide all the obligations under the Contract. Tenderers can add any extra or alternative costing proposals to the end of the costing Schedule with reasons for including these.
5.5. Quotes or tenders may be accepted in either Pounds Sterling or US Dollars, however in all cases quotes must include any VAT or other taxes required.
5.6. Tenderers must also show all other costs that will be associated with the contract for example rates or expenses. The ICVCM will not consider claims for extra payment for items that have not been specified.
5.7. Abnormally low tenders: If, for a given contract, tenders appear to be abnormally low in relation to the goods, works or services, the ICVCM shall, before it may reject those tenders, investigate the elements of the tender which it considers to be unsustainable. If the ICVCM’s investigations determine the bid to be unsustainable, the ICVCM may reject the tender from the process.
5.8. Quality will be scored on a scale of 0 – 10 as follows:
	0 - 1
	Very limited or no relevant information. 

	2 - 4
	Response is limited or goes part way to demonstrating the ability to deliver against the specification. 

	5-7
	Tenderers show that they understood the specification and can deliver against the contract as required, with limited evidence of successful delivery.  

	8-10
	Tenderer strongly demonstrates that they understood the specification, can deliver against the contract as required and further demonstrate evidence of added value they can bring and evidence of a strong history of successful delivery.   



If a score of 0-1 is given for any element of the tender, then it will be determined to have failed and may not be considered further.
6. [bookmark: _Toc172719389]Tender template

6.1. Tender information.
6.1.1. All Tenders and supporting material should be returned to the ICVCM by email (only) to Kate Stannard – Operations and PMO Coordinator (kate.stannard@icvcm.org) cc’d to Kim Bree – Project Manager (kim.bree@icvcm.org) on 16/02/2026. Any tenders received after this date will not be considered. 

6.1.2. If for any reason you are unable to return your tender by the deadline, you must contact the named contact in section 6.1.1. The ICVCM may grant individual extensions in exceptional circumstances only. Any late submission without ICVCM approval will not be considered.
6.1.3. As part of the tender submission the ICVCM require written tenders on how requirements of this tender contract will be delivered and as well as a costing submission. The tender will be evaluated against the written response (quality) and the tender cost (Cost). Each submission will be scored on a 20/80 basis with 80% of the scores being awarded for quality and 20% awarded for cost.
6.1.4. When returning your tender please ensure that:
Documentation is in Microsoft Word or Excel format. Only supplementary material may be supplied in PDF, e.g., references, plans, statements of accounts, etc.
All documentation is properly completed and included in a single return.
The specified deadline is met.
6.1.5. As part of the tender process, tenderers are required to complete the following template. Tenders will be scored based on the following and any additional material requested, any material outside that which is requested will not be scored or considered when reviewing the tender.
6.1.6. Tenderers must answer these questions in complete honesty. Should the ICVCM discover any discrepancies and/or that the tenderer has been dishonest with its answers, this will result in the tenderer being rejected from the tender process or if awarded a contract having its contract terminated with immediate effect.

All questions are mandatory.
6.2. Company Details
The following details should match those listed on Companies House, or equivalent.
	Full name of company or individual tendering  
	                                                                                                                                                             

	Registered office address
	Company registration number
	

	                                                                                                                                       
	VAT registration number
	

	
	Name of parent company
	

	Type of organisation

	Public Ltd. Company
	☐	Limited Liability Partnership
	☐	Sole Trader
	☐
	Limited Company
	☐	Other Partnership
	☐	
	

	Other 
	☐	If ‘other’ please specify here:

 
	



6.3. Tender Questions

6.3.1. Financial & Insurance
	[bookmark: _Hlk164080948]Please confirm that your annual turnover is at least twice the value of your Tender for this contract. 
	Yes☐
	No☐



Evidenced through a copy of:
· Your audited accounts for the most recent two years, and
· A statement of turnover, profit and loss account and cash flow for the most recent year of trading, or
· A statement of cash flow forecast for the current year and a bank letter outlining the current cash and credit position, or
· Alternative means of demonstrating financial status of trading for less than a year

The following insurance cover levels represent our preferred requirements for this contract:
· Employer's Liability: £10 million (except sole traders)
· Public Liability: £10 million
· Professional Indemnity: £5 million

Please confirm the level of cover you/your organisation currently hold, and whether you are able to meet these requirements prior to contract formation.  If your current cover differs, please provide the details in the designated section of the table below, as this will not automatically exclude your application.

	Yes, required cover is in place and will continue to be for the period of this contract
	☐
	No, we/I do not have cover, but required cover will be put in place if awarded contract
	☐
	No, we/I do not have cover and can/will not provide the level of cover required
	☐
	
Our cover differs from the amounts stated above. Please find details below:





	



If cover is in place, please attached proof of policies in your tender.

6.4. Principles
Confirm that you are willing and able to follow the ICVCM principles as follows:
· Respect for human rights in dealing with supplier stakeholders at large (i.e. team members, clients, suppliers, shareholders and communities
· Compliance with applicable international, national, state and local Laws including (but not limited to) all environmental, health and safety, and labour laws
· Refusing forced, bonded or compulsory labour and employees must be free to leave their employment after reasonable notice
· Refusing to accept the use of child labour in the supply chain
· Refusing to accept unlawful discrimination of any kind in working relations and promoting diversity
· Consideration to flexible working conditions to promote work/life balance, the promotion of training and personal development of team members
· Ensuring that GDPR principles and requirements are followed at all times
· As far as relevant laws allow respect should be given for freedom of association
· Support a precautionary approach to environmental challenges, undertaking initiatives to promote greater environmental responsibility 
	Yes, we are/I am prepared to follow the principles of the ICVCM as stated above
	☐
	No, we are/I am not prepared to follow the principles of the ICVCM as stated above
	☐


6.5. Climate Change
Please confirm that you have provided evidence of a plan to reduce and/or offset your emissions in support of the Net Zero obligations under the Paris Climate Agreement and that you agree to give an early warning by notifying the contract manager as soon as you become aware of any matter which could adversely affect the achievement of your emission reduction/offset plans for the life of the contract.
	Yes, we /I have provided the evidence of our emission reduction/offset plan and agree to inform the contract manager of any matter which may adversely affect the achievement of these plans for the life of the contract.
	☐
	No, we are /I am not willing/able to provide the evidence of our emission reduction/offset plan and do not agree to inform the contract manager of any matter which may adversely affect the achievement of these plans for the life of the contract.
	☐


6.6. Business standing
	Has your organisation, at any time during the last 3 years, been in a state of bankruptcy, insolvency, compulsory winding up, administration, receivership, composition with creditors or any analogous state, or subject to relevant proceedings where the proceedings were commenced for valid reasons?
	Yes☐
	No☐

	Has your organisation, its directors or any other person who has the power of representation, decision or control of the named organisation ever been convicted of a criminal offence related to business or professional conduct, including fraud or conspiracy to defraud?
	Yes☐
	No☐

	Does your organisation hold all relevant licences and memberships for this contract required by law?
	Yes☐
	No☐

	Does your company have sufficient funds to deliver this contract?
	Yes☐
	No☐

	If yes to the above, in 400 words or less, provide details on the steps taken to prevent this occurring again, a pass will only be awarded if you can demonstrate suitable measures are now in place:




6.7. Disputes
	Has your organisation had any judgement made against it in relation to similar contracts in the last three years
	Yes☐
	No☐

	If yes to the above, in 400 words or less, provide details on the steps taken to prevent this occurring again, a pass will only be awarded if you can demonstrate suitable measures are now in place:



	Has your organisation been involved in any tribunal hearing in relation to any similar service in the last three years, which has resulted in a judgement being made against it?
	Yes☐
	No☐

	If yes to the above, in 400 words or less, provide details on the steps taken to prevent this occurring again, a pass will only be awarded if you can demonstrate suitable measures are now in place:






6.8. Legal obligations
	Is it your organisation's policy as an employer to comply with its statutory obligations with regards to groups with Protected Characteristics under the British Equalities Act 2010 or equivalent?
	Yes☐
	No☐

	If equivalent, please name the act you comply with:
	

	Please confirm if you have an Equalities Statement?
	Yes☐
	No☐

	Does your organisation comply with the Great Britain Health and Safety at Work Act 1974 or equivalent?
	Yes☐
	No☐

	If equivalent, please name the act you comply with:
	

	Please confirm you have a written Health and Safety Policy & Risk Assessment
	Yes☐
	No☐

	Has your organisation, its directors or any other person who has the power of representation, decision or control of the named organisation ever been convicted of slavery, servitude, forced or compulsory labour, child labour or an offence in human trafficking and other forms of trafficking in human beings within the last five years?
	Yes☐
	No☐

	Do you have a Safeguarding policy?
	Yes☐
	No☐





6.9. Other requirements
	There are no mandatory additional requirements. Possession of ISO 14001 Environmental Management Systems certification is considered advantageous - but not essential. If your organization holds this or any other relevant certifications, please indicate this in your submission.
	Yes☐
	No☐

	If yes to the above please provide details:

	
	

	Please provide details of any other partner certifications:

	
	





6.10. Experience of the company and proposed working methods
In no more than 3 x A4 pages (Calibri, size 12) please detail your company’s related experience and how you propose to meet the specification in section 4.
	



6.11. Specific questions
Question 1 – Please provide details of any specific experience related to carbon markets, corporate climate action, nature-based solutions, and/or Indigenous Peoples and local communities, if this has not already been included in Section 6.10.
	



Question 2 - Please provide a clear breakdown of costs in your submission, distinguishing between the core press office services (included in the minimum annual value of £120,000) and any additional, flexible services. For each category, specify the associated rates (e.g., day rates, fixed-price work packages) and describe how your pricing structure accommodates fluctuating workloads and evolving requirements.
	










Question 3 – We will liaise with our current provider to arrange a handover meeting. This meeting may be scheduled at any time in July subject to the availability of all parties. Bidders are required to describe their proposed approach to handover from the incumbent agency including: key activities and milestones, resources required, risks and mitigations below.
  
	








6.12. Costing schedule
Quotes or tenders may be accepted in either Pounds Sterling or US dollars, however in all cases quotes must include any VAT or other taxes required. It should be assumed that all the requirements under the specification should be included in the costing proposal. If required you may submit a separate costing sheet in Excel format.

	Service component
	Cost (£/$)

	
	

	
	

	
	

	
	

	
	

	Total Cost:
	£/$


No additional costs will be considered by the ICVCM unless these are stated clearly in the Costing schedule response, including expenses.
Ongoing costs should be stated in the costing schedule and the tender should include notes regarding any proposed cost increases e.g. annual reviews.
	Please confirm these costs are fixed for the life of the contract as of the Tender submission deadline.
	Yes☐
	No☐

	If answer is no, please specify what costs are not fixed for the life of the contract, please indicate how long they are fixed for and what cost reviews will be in place:




6.13. References 
Please provide two written references from organisations that you have delivered contracts which are relevant to the ICVCMs requirements as stated in the specification.
7. [bookmark: _Toc172719390]Declaration
	I declare that to the best of my knowledge, the answers submitted in the Invitation to Tender document are correct. I understand that the information will be used in the evaluation process to assess my organisation’s suitability to tender for the ICVCM’s requirement. Should the ICVCM discover any discrepancies or that I have been dishonest with the answers, this will result in the organisation to which I have completed this tender for being rejected from the tender process. Or if awarded a contract, it may have the contract terminated with immediate effect and no cost incurred to the ICVCM.
I/We confirm that this Tender will remain valid for 90 days from the date of this Form of Tender.
I/We confirm and undertake that if any of such information becomes untrue or misleading that I/we shall notify you immediately and update such information as needed.
I/We confirm that the I/we are authorised to commit the Tenderer to the contractual obligations contained in the Invitation to Tender and the Contract.

	Name
	

	Position (role title)
	

	Address
	

	Email Address
	

	Phone Number
	

	Signature (e signature is acceptable)
	
	Date
	



SIGNATURE IS MANDATORY, FAILURE TO DO SO WILL RESULT IN YOUR BID BEING DEEMED NON-COMPLIANT AND DISQUALIFIED FROM THIS PROCESS.
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